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This guide applies to all NSW restaurants. 
Page 20 - Record Keeping for Crew and Managers 


The NSW Government has mandated that all restaurants, including McDonalds will introduce 
a contact register for all staff (Crew and Managers) to provide contact details for the purpose 
of contact tracing via the Service NSW website. 


What does this mean? 


e We must have a process in place to capture the contact details of all Crew members 
and Managers prior to them starting their rostered shift via the Service NSW website; 
e Restaurants to display the Service NSW QR Poster next to the time clock. 


For any staff that do not have a compatible smart device to scan QR Code, the manager on 
duty MUST capture their details on the restaurants iPad via the Service NSW QR Code. 


Tracking Employees sign in to Service NSW whilst on shift 


Toassist restaurants with tracking employee QR sign-ins, a new 'QR Sign-in’ section has been 
added to the SPW next to each employee's shift times. The Manager is to tick off the 'QR Sign- 
in' once the employee has signed in. 


It is recommended that restaurants ask their employees to show the confirmation text to the 
Shift Manager (before starting their shift) so that they can mark off on the SPW. 


SPW located: Attachment A in the Appendix 


immediate Actions 


RESTAURANT SIGNAGE 


Print out and Laminate the Service NSW QR Poster. 
Display a copy of the Service NSW QR Poster: 

- Crewroom 

- Nextto time clock 


*Restaurants in- ACT are not affected by this change 
SPW 


[| Ensure new Shift Positioning Worksheet (SPW) is in use. Appendix H 
COVID SAFE PLAN 


Print out new COVID Safe Plan attached to NSW Government email and 
store in COVID Safe Folder 
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Introduction 


Safety has never been more important to our customers and employees and it continues to 
be our number one priority. 


To support this, we have implemented initiatives required to create noticeable change in our 
restaurants. 


The purpose of this guide is to support restaurants by providing information on the operating 
procedures based on current Government restrictions in New South Wales. These procedures 
are heavily focused on hygiene, cleanliness, a contact-free experience and social distancing. 
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Operating Restaurants in NSW 


The NSW Government have introduced compliance measures for NSW businesses that 
includes McDonald’s restaurants. 


Capturing all Employee Details via Service NSW 
All restaurants must collect the contact information for: 
- All Employees - Crew, Managers, Corporate Staff. 


Any employee who does not have a compatible smart device must have their details captured 
by Crew or Manager through the restaurants iPad via the Service NSW QR Poster. 


See page 20 for more information. 


Venue Capacity Limits 
With regards to gatherings and capacity limits, venues in NSW must ensure: 


- One person per four square metres for all indoor areas; (Greater Sydney) 

- One person per two square metres for all indoor areas; (Regional NSW) 

- One person per two square metres for all outdoor spaces; 

- Customers and employees (where possible) maintain a 1.5m distance from one 
another; and 

- The maximum dine-in group size is 10. 


COVID-19 Safety Plan 


All restaurants must complete a COVID-19 Safety Plan, and ensure they update the plan as 
required e.g. restrictions and advice changes. The most recent COVID-19 Safety Plan on the 


NSW website you should have available is “Effective 1st January 2021”. This will be issued 


before that date. 


co ID-19 


> HELPING BUSINESS GET 
BACK TO WORK 


COVID-19 Safety Plan 


Effective 24 July 2020 


Restaurants and cafes (including food courts) 


Venues must have a COVID-19 Safety Plan for each food and drink area. There should 
be no contact between customers or staff from different food and drink areas. 
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Register as a COVID Safe Business 


Every restaurant must register and confirm they are COVID Safe via the NSW Government 
website. Click here to register your restaurant as COVID Safe. 


Multi-site organisations must ensure every restaurant is registered separately. This includes 
Food Court and In-store restaurants. 


Once you have registered your restaurant as COVID Safe, you 
will receive a confirmation email. When you receive this 
email: 


- Forward to your Operations Consultant; and 
- Print and display the COVID Safe poster (right) at your 
restaurant's primary entry. 


COVID-19 Safe Hygiene Marshall Requirement 
The Shift Manager on duty should be the assigned COVID-19 Safe Hygiene Marshall. 


Every restaurant must have a COVID-19 Safe Hygiene Marshall assigned on every shift, who is 
responsible for ensuring all aspects of the COVID-19 Safety Plan are being adhered to 
including social distancing, restaurant maximum capacity, regular cleanliness and sanitation 
of high contact surfaces and equipment, and that all dine-in customer’s details are being 
captured. 


COVID-19 Hygiene Marshalls must wear the dedicated Hygiene Marshall Badges at all times 
when working. 


It is recommended Shift Managers complete travel paths every 15 mins across the entire day, 
not just during peak periods. 


Restaurants should use the Shift Positioning Worksheets (SPW) —- COVID Marshall and ensure 
they are recording who the dedicated Marshall is. See Attachment A in the Appendix. 


Shift Positioning Worksheet ————— 


LUNCH/DINNER 


Make delicious feel good moments easy for everyone ee 
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Record Keeping 


The Government mandates that restaurants capture all dine-in customer details to assist with 
Covid-19 contact tracing. This information must be captured digitally via the restaurant 
specific MyService NSW QR code posters. 


See page 12 for more information. 


Other topics covered in this guide include: 


Restaurant Signage; 

Preparing for a Covid-19 Compliance Visit; 
Social Distancing; 

Contact-free Experience; 

Hygiene and Sanitation; and 

Capturing Customer Details. 


PnapRoONS 
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Restaurant Signage 


To guarantee we comply with Government guidelines and ensure customers feel safe and 
comfortable when they visit us, clear communication is essential. 


The following signage is mandatory throughout your restaurant. 


Restaurant Entrance - Updated 


Ensuring ““*~. 
your safety 


tm accordmece with Goverment gaitanca 
were lenited tos eummder of people inaie at cme 
Name given thee aquisse neties of ear reatanet ant 


e 


Feta, 7 
OOmtact ting 
) 


Zero 
Tolerance 


The eatin eatery send wecwnthy of mur tae 
nee ethers Ie at ramer one peter ey 


We have a 
COVID-19 Safety Plan 
and are committed to 

keeping you safe. 


ey 


Please check in before 
entering our premises. 


We're helping keep our community 
OVID safe by recording contact detalls. 


> HELPING BUSINESS GET BACK TO WORK 


Front Counter Pick-up Point - Updated 


r 
Fast s 


Zero 
Tolerance 


The earth catty ered weeny of mer tonne 
ar cettemners Ie out rammbver one prierty 


At the Sanitiser 


OMe tine 
4 


| 


Please check in before 
entering our premises. 


Dispenser 


Your 
health & 
safety is 


our priority 
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Fast sy 
a (7 
MOM tray 
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McDelivery (Optional) 


McDelivery® 
Pick-up Area 


Please follow social distancing 
quidelines white you wait for your order. 


McOetivery 


Restroom Entrance 


a 
*8t Sare 

OOM Ret trae 
7) 


Your health & 
safety is our priority 


Anti-Microbial 
Handwash is available 
in this restroom. 
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Individual Restroom Entrances (Male/Female) 


"k 
St Safe 7 
fe. 
ont Ctfroe 
ei 


A maximum of 


customers are 


allowed in this 
restroom at one 
time. 


Please respect the social 
distancing signage displayed 
throughout this restaurant. 


Playland Entrance 


PlayPlace is 
open 


VW 


Person Capacity PlayPlace Size 


Please wash your hands 
prior to entering. 


Unavailable Tables 


Please don’t 
use this table so 
we can adhere 
to the 1.5m rule 


i 


contact-free 
J 


Sorry, this 
table cannot 
be used. 


La mw 4 & oF | 


T cast. Sate. 
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Patio 


Ensuring =. 
Your Safety 


In accordance with Government 
requirements, a maximum of 


customers are permitted to be seated 
in our outdoor area at one time. 


Party Room Entrance 


e 
LZ 
a 
Cortes tree 


This Party 
Room is 
open. 


VY. 


Person Capacity Party Room Size 


Please wash your hands 
prior to entering, 


Available Tables 


Please check in before 
entering our premises. 


We're helping keep our community 
COVID safe by recording contact details, 
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Preparing for a Covid-19 Compliance Visit 


Some restaurants in NSW have had a COVID-19 compliance visit completed on them, 
assessing that all Government requirements have been implemented and are being followed. 


Who completes COVID-19 compliance visits? 
Compliance visits can be completed by: 


e Apolice officer; 
e Council Inspectors; or 
e SafeWork NSW Inspectors. 


What do | do if | receive a COVID-19 compliance visit? 


Request to see identification, if required. 

Treat the visit as a priority and comply with their requests in a supportive manner. 
Stay with the officer/inspector for the entire visit. 

If they request to go behind the Front Counter, treat them as any other visitor to 
ensure their safety. 


hon 


What are some of the things an officer or inspector will check/ask during a compliance 
visit? 


Typical questions and requests officers/inspectors have focused on: 


e Would like to see recent copies of completed Restaurant Sanitation Checklists. 

e Government required signage is displayed throughout the restaurant e.g. Maximum 
Capacity etc. 

e Show and explain the process for capturing customer's details e.g. QR code, signage 
available. 

e Explain the procedures associated with Crew/Managers feeling unwell. 

e Explain and demonstrate handwashing procedures. 

e Explain and demonstrate glove procedures. 

e Explain and demonstrate employee zoning. 

e Explain restaurant cleanliness and sanitation practices e.g. frequency of cleaning, 
using High Contact Sanitiser etc. 

e Awalk-through of the restaurant to observe Crew and Managers e.g. handwashing, 
social distancing practices, capturing customer's details etc. 
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What are some tasks | can complete to expedite the time it takes to complete a visit? 


It is recommended that a Restaurant COVID-19 folder be put together to help you prepare for 
a compliance visit. 


Your COVID-19 folder should include: 


Copies of recent Restaurant Sanitation Checklists 

COVID-19 Safety Plan —- Restaurants and Cafes (ensure it has the restaurant specific 
details added and is up to date). 

Your COVID-19 Safety Plan — Indoor Recreation Facilities (ensure it has the restaurant 
specific details added and is up to date). 

Printed copy of the Restaurant Response Guide. 

Printed copy of the most recent NSW Restaurant Safety & Cleanliness Guide. 
Employee listing and where they go to school. 


In the event you do receive a COVID-19 compliance visit, you must ensure it is captured and 
documented in Donesafe. 
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Record Keeping for Dine-In Customers 


The NSW Government have mandated that all restaurants, including McDonald’s, must 
maintain records for all dine-in customers for the purpose of Covid-19 contact tracing through 
the Service NSW app. 


What does this mean? 


e We must have a process in place to capture the contact details of all Dine-In 
customers. This should occur before the customer receives their order; 

e Allcustomer’s details must be taken, e.g. if two friends are dining in, the details of both 
friends are required to be captured; 

e For groups with children, only the contact details of the parents/carers are required; 
and 

e Weare not required to capture the details of take-away customers. 


Capturing Customer's Details —- Service NSW 


The Service NSW app is the mandated platform for our restaurants to capture and keep the 
details of our dine-in customers. 


The benefits of using Service NSW include: 


e Customer's details are captured and kept confidentially; 
e Customer can enter their details contact-free, using their own device. 


How does it work? 


Arestaurant-specific MyService NSW QR code will be displayed at the Front Counter Pick-up, 
and all restaurant entry points and, on every table available for dine-in customers. 


Each customer must scan the QR code and complete the form. The form will request two 
pieces of information: 


e Please enter your name; and 
e Please enter your phone number or email. 


If using the app itself, these details will be pre-populated when logged in. 
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Follow these 3 easy steps to set up your restaurant up with the NSW Government QR code for 
contactless check ins. 


1. Download a QR code for your restaurant 
Each COVID Safe registered business is provided a unique QR code. 


Download your unique QR code directly from the email sent to you be the NSW Government 
or by link on the following lost QR code link: 


https://www.nsw.gov.au/lost-gr-code 


if your business has not been registered already please register as a safe covid business at 


https://www.nsw.gov.au/register-your-business-as-covid-safe 
2. Display the QR code 


You can print your QR code and customer. Ask the customer to open the Service NSW app 


3. Verify each customer sign in 


A quick visual check of the customer's screen will allow you to verify that their details have 
been recorded. 


Sky Hotel 
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Capturing Customer Details who do not have a smart device 


In the situation where a customer does not have a compatible smart device to scan the 
Service NSW QR code, a crew person or manager must capture the customers details via 
online concierge form. 


Restaurants will need to save their restaurant specific Online Concierge form to your IPAD for 
future use. This is available through the COVID safe resources for business owners and 
managers page on the NSW.Gov.au website 


How to save your unique URL: 


1. Remove the old McDonalds Medallia Customer Tracing QR Code from your favourites 
2. Scan your new Service NSW unique QR code poster with your IPAD 
3. Save the unique URL to your website favourites 


COVID —- Safe Check-in Poster 


The COVID — Safe Check-in poster must be displayed at each Dining Room entry, Front 
Counter and McCafe Pick-up Point and on every table available for dine-in customers. The 
COVID - Safe Check-in Poster are available via email. 


Please check in before 
entering our premises. 


We're helping keep our community 
COVID safe by recording contact details. 


It's easy to check in: 
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Crew Facing FAQS 


Why are my details being captured when | attend a COVID Safe business? 


To protect the people of NSW and ensure NSW Health can quickly contact people in the event 
of a COVID-19 outbreak, under the Public Health Order, some businesses are required to keep 
arecord of all staff, visitors and contractors that have attended the premises. The information 
will only be used for the purposes of tracing COVID-19 infections if they occur. 


What is the COVID Safe Check-in feature? 


The COVID Safe Check-Inis a new feature on the Service NSW app which provides a 
contactless method — a QR code - to record your visit to COVID Safe businesses. 


How do customers scan the QR code? 


Customers will log in or download the Service NSW app, select the COVID Safe Check-in tile 
from the homepage, and follow the prompts to scan the QR Code and sign in. 


What is a QR code? 


A QR code is like a barcode. When signing into a COVID Safe business, you can use the Service 
NSW app to scan the business’ QR code provided to them by the NSW Government. 


For what purpose will my information be used? 


Service NSW will only collect your name, contact details (as available on your Service NSW 
Account), and date and time of entry so that NSW Health may contact you for the purpose of 
contact tracing, should it be necessary. 


How long will my information be stored for? 

Service NSW will retain your information for 28 days. 

How is customer data protected? 

Customer data is securely stored in a separate, encrypted database. 
I have the COVIDSafe app, do | need to sign in at the business? 


Yes. The COVIDSafe appis a public health tool to help slow the spread of coronavirus in 
Australia. Businesses in NSW are required to record customers contact details to remain 
COVID Safe and assist with any future contact tracing that may be necessary. 


Does the COVID Safe Check-in replace the federal COVIDSafe app? 


No, the COVID Safe Check-in tool on the Service NSW app is to help businesses comply with 
record-keeping regarding who has attended their premises. 


What if I leave the restaurant and return later, do I need to sign in again? 


Yes, it’s required to confirm this information with the Restaurant when entering again. 
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What if I’m a carer/parent or guardian, can I sign in on their behalf? 


You can use the Service NSW app to register contact details for a dependant if that person is 
unable to complete their own electronic registration. 


Can I sign in on behalf of someone, such as my family and friends? 


You can use the Service NSW app to register contact details for another person if that person 
is unable to complete their own electronic registration. This might be because of age, 
disability or inability to understand the electronic registration device. 


If you are signing in someone who isn’t a member of your household, make sure you confirm 
the best contact number for them. You should also show them the privacy notice displayed in 
the app. 


I do not have a mobile or | do not have my mobile with me. What do I need to do? 


If you do not have a mobile phone or you're not carrying it with you, please sign in via the 
alternative method provided by the business. In our case, this is the restaurant iPad. 


I cannot scan the venue code on my device? 


To check in with the Service NSW app you need to enable the camera on your 
device through your device settings. 


If it is still not working, please sign in via the alternative method provided by the business. 
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Procedures - Low Volume 
What is the process for capturing customer’s details DURING LOW VOLUME PERIODS? 


Due to no Customer Experience Crew person being scheduled, Managers must increase the 
frequency of travel paths to follow up on customers providing their details. Managers should 
also assign a (friendly) Front Area Crew person the secondary task (on the SPW) of following 
up on the Service NSW check-in process in the customer areas. 


During low volume periods, the Front Counter Presenter or a Manager should ask all dine-in 
customers to record their details. 


1. 


The Front Counter Assembler/Presenter, when presenting each customer's order or 
any delivery orders at the Pick-up Point, must greet the customer, confirm the 
customer has checked in via the MyService NSW app and confirm their order, "Hi there, 
have you checked in with us today via the Service NSW app? Great! You had the order 
<ask, ask tell>? Enjoy your Day.” 


2. If the customer confirms they will be dining in to eat their meal, the Assembler/ 
Presenter must explain to the customer/s that we must capture the details of all dine- 
in customers and our process to do so, 

“To comply with the NSW Government, we are required to capture the details of all our 
dine-in customers. Prior to you taking a seat, please scan this QR code using your mobile 
phone camera to enter your details.” 

After the customer has entered their details say, 

“Thank you very much, enjoy your meal!” 

a) If the customer doesn’t have a mobile device or doesn't have a device that is 
compatible with QR codes, a Crew person or Manager must capture the 
customer's details using the restaurant iPad. 

b) If the customer is uncomfortable or refuses to provide their details, the Front 
Counter Presenter should say, 

"Unfortunately, if you're not comfortable providing your details, we are not 
complying with Government guidelines and | need to ask you to take your order 
away today. 
If the situation escalates, a Manager should be notified. 

Author: Tim Perram Version: 6" January 2021 
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Procedures — High Volume/Peak Periods 
What is the process for capturing customer’s details DURING PEAK PERIODS? 


During peak periods, a Customer Experience Crew person should be scheduled to: 


Monitor and regulate restaurant customer capacity; 

Ensure the number of customers dining in does not exceed the maximum permitted; 
and 

To inform and instruct all dine-in customers to record their details. 

Capture customers details via the Service NSW app, including assisting with the iPad 
for those who don’t have a smart phone 


As soon as the customer enters the restaurant: 


1. 


OR 


Where possible, Customer Experience Crew should greet customers as they enter the 
Dining Room and ask if they are planning on dining in... 
“Hi there, where you planning on taking a seat and dining in with us?” 


Customer Experience Crew to confirm that the check in has been completed on the 
Service NSW app. They should use the iPad to capture customers details for anyone 
who does not have a compatible smart device to scan Service NSW QR Code. 


If the customer is seated in the Dining Room or on the Patio: 


1. 


When verifying that a customer has entered their contact details using the QR Code, 
a Customer Experience Crew person should greet each customer that is seated in the 
customer areas with a friendly greeting, 

“Hi there, thanks for dining it with us today! 

Have you recorded your contact details with us?” 


If the customer is unsure why we're capturing customer's details, the Customer 
Experience Crew person should explain the rationale as to why, 

“To comply with the NSW Government, we are required to capture the details of all dine- 
in customers.” 


a) Ifthe customer has already entered their details and can show the check in 
on the app, the CEC should thank the customer, “Great, thank you very much! 
Enjoy your meal.” 

b) If the customer doesn't have a mobile device, or doesn't have a device that is 
compatible with QR codes, the CEC should capture the customer's details 
using the restaurant’s iPad. 

c) Ifthe customer refuses to provide their details, the CEC should say, 
“Unfortunately, if you're not comfortable providing your details, we are not 
complying with Government guidelines and I need to ask that you enjoy your 
meal take-away.” 

If the situation escalates, the CEC should get a Manager. 
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Important information: 


e Customer Experience Crew should always be wearing gloves and practice social 
distancing when interacting with customers in the customer areas; and 

e If the restaurant's iPad is used by a customer, the device must be cleaned with High 
Contact Sanitiser and paper towel directly after use. 


If for any reason your restaurant specific Service NSW QR Code does not work, please 
speak to your Licensee or Operations Consultant and commence taking customer’s 
details manually using the oniine concierge form. Restaurants will need to contact 
Service NSW for technical support with their platform. 
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From the 1 January 2021, the NSW Government has mandated that all restaurants, including 
McDonald's, must introduce a contact register for all staff (Crew and Managers). This process 
is to provide contact details to the NSW government for contact tracing via the Service NSW 
website. 


What does this mean? 


e Wemust have a process in place to capture the contact details of all Crew members 
and Managers before commencing their rostered shift via the Service NSW website; 
and 

e Restaurants must display the Service NSW QR Poster next to the time clock. 


Capturing Employee Details —- Service NSW 


The Service NSW app is the mandated platform for our restaurants to capture and keep the 
details of all our employees (Crew and Managers) that enter the restaurant to work. All Crew 
must scan the QR code before starting their shift. 


It is recommended to display the Service NSW QR Poster next to the time clock. 


Capturing Crew Details who do not have a smart device 


In the situation where a crew member does not have a smart device to scan the Service NSW 
QR code, a Manager must capture the crew members details. This is to completed on the 
restaurants IPad via the Service NSW QR Code. 


Tracking Employees sign in to Service NSW whilst on shift 


To further assist restaurants with tracking employees entering their details via the Service 
NSW app, a new 'QR Sign-in’ section has been added to the SPW next to each employee's shift 
times. The Manager is to tick off the 'QR Sign-in' once the employee has signed in. 


It is recommended that restaurants ask their employees to show the confirmation screen to 
the Shift Manager (before starting their shift) so that they can mark off on the SPW. 


SPW located: Attachment A in the Appendix. 
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Social Distancing 


Social distancing is an effective way to slow the spread of Coronavirus and is an expectation 


of our customers and employees for the foreseeable future. 


There are two key features of Social Distancing: 


1. Restrictions for Greater Sydney (Include Central Coast, Blue Mountain and 
Wollongong Regions) of one person for every four (indoor) or two (outdoor) square 


metres — Greater Sydney; 


Restrictions for Regional NSW of one person for every two square metres both 


indoors and outdoors; and 


2. Customers and employees should maintain a 1.5m distance between one another. 


Please carefully review the minimum procedures detailed in this section, and ensure that all 


‘Required’ actions are/have been actioned. 


Social Distancing for Customers 
Task 


Kiosks 

Log out alternating and adjacent Kiosks (where required) to 
ensure customers can maintain 1.5 metres between them when 
they place their order. 

If your restaurant has (approved) Kiosk Shields installed at 
Kiosks, all Kiosks are able to be used. Kiosk Shields are nota 
minimum. 


Example/Image 


Floor Decals 
Floor decals positioned 1.5m apart at the Front Counter, at 
Kiosks and at the customer pick-up point. 


Customer Areas Sanitiser 
A minimum of one sanitiser dispenser with gel available in the 
customer areas, positioned at the restaurant’s primary entry. 


“Your health & safety is our priority” poster is displayed next to 
the dispenser. 


Designated Area for McDelivery Couriers 

To avoid congestion at the Front Counter pick-up point, high 
volume McDelivery restaurants are encouraged to identify an 
area in the restaurant for McDelivery couriers to wait for their 
order. 


safety is 
our priority 


i ae ae a ae 
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The McDelivery Pick-up Area poster should be displayed and 
floor decals should also be positioned in this area, if required. 


Author: Tim Perram 
Authorised: Cameron Newlands 


McDelivery® 
Pick-up Area 


Please follow social distancing 
quidelines while you wait for your order. 


MoDelivery. 
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Handling Difficult Scenarios 


As restrictions ease, there may be some customers that - intentionally or unintentionally, defy 
social distancing restrictions. 


The following responses should be used if you or one of your team come into contact with a 
customer who needs a gentle reminder of the restrictions we have in place. 


If the situation escalates, information on dealing with difficult customers is available in the 
Appendix, Attachment B. 


Customers not maintaining social distancing 


We recommend using this response when you come into contact with a customer not 
respecting Social Distancing guidelines. Examples of this include: 


- Crowding at the Front Counter pick-up point; 

- Approaching the Front Counter when speaking to a Crew person/Manager however 
not maintaining 1.5m distance; and 

- Takes aseat at a communal table however not maintaining 1.5m distance from other 
customers. 


Response: Approach the customer and say witha smile, 


“Hi there! To help keep everyone safe, we would like all of our customers to maintain a safe 
distance of 1.5 metres from each other and our staff.” 


Acustomer has taken a seat at an unavailable table 


We recommend using this response when you come into contact with a customer who has 
taken a seat at a table that is unavailable. 


Response: Approach the customer and say with a smile, 


“Hi there! Unfortunately this table is temporarily closed to comply with the Government Social 
Distancing Laws. There is an available table over here for you (direct customer to available table).” 


Acustomer has taken a seat in the dining room, which has exceeded your dine-in limit 


We recommend using this response when you come into contact with a customer who has 
taken a seat however by doing so, you are now exceeding your dine-in limit. 


Response: Approach the customer and say witha smile, 


“Hi there! As per Government guidelines, we are required to have no more than XX seated 
customers in our dining areas. We are currently at capacity and unfortunately, | need to please 
ask that you enjoy your meal away from the restaurant. Thank you for understanding.” 
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Managing Customer Capacity 


With customers now able to dine in at your restaurant, it may be necessary for you to schedule 
a dedicated Crew person during peak periods to moderate and manage customer behaviour, 
and to ensure the maximum amount of customers seated and total is not exceeded. 


The Crew person you schedule for this role should: 


- Beexperienced, friendly and confident when talking to customers; 
- Monitor and regulate the number of customers inside your restaurant at one time; 


- Beprepared and equipped to handle difficult conversations; 


- Have the Customer Counting App downloaded onto their phone; and 
- Wear gloves and practice social distancing when interacting with customers. 


To review your customer capacity for each area of your restaurant, refer to the Restaurant 


Capacity Tool — NSW available in the Appendix, Attachment C. 


DINING ROOM 


To ensure you can accommodate both dine-in and take away 
customers inside your restaurant during peak periods, you should 
determine a suitable maximum amount of customers you would like 
to have seated at one time. 


Once you have determined your maximum amount of seated 
customers, populate and display the updated Ensuring Your Safety 
poster with this number. 


PATIO 


Maximum customer capacity on your Patio is based on one person 
for every two square metres. 


Available tables must be positioned 1.5 metres apart. 


The Ensuring Your Safety (Outdoors) poster must be displayed in 
prominent positions in your outdoor area. 


Author: Tim Perram 
Authorised: Cameron Newlands 


Restaurant Size 


Ensuring 
your safety 


In accordance with Government guidance, 
we're limited to a number of people inside at one 
time given the square metres of our restaurant. 


m 


Total Capacity Dine-in Capacity 


Please follow the advice of our 
team and respect the social 
distancing signage inside the 
restaurant. 


Ensuring =: 
Your Safety 


In accordance with Government 
requirements, a maximum of 


customers are permitted to be seated 
in our outdoor area at one time. 
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PLAYLAND 


Maximum customer capacity in your Playland is based on one person 
for every four square metres. 


The Playland Open poster must be _ displayed at each 
Playland/PlayPlace entrance. 


PARTY ROOM 


Maximum customer capacity in your Party Room is based on one 
person for every two square metres. 


The Party Room is Open poster must be displayed at the Party Room 
entrance. 


RESTROOMS 


A Restroom Maximum Capacity poster must be displayed on each 
toilet door —- female & male. Disabled is not necessary if it is a single 
toilet. 


To determine the maximum number of people permitted to be in 
your restrooms, calculate the following. 


Room length (m) x room width (m) = XXsqms / 2 = max. people. 


E.g. 4metres x 4metres = 16sqms / 2 = 4 maximum people permitted. 


PlayPlace is 
open 


VW 


PersonCapacity PlayPlace Size 


Please wash your hands 
prior to entering. 


Fast. sa 
fe. 7 
L Contacttree 


This Party 
Room is 
open. 


PersonCapacity Party Room Size 


Please wash your hands 
prior to entering. 


A maximum of 


customers are 


allowed in this 
restroom at one 
time. 


Please respect the social 
distancing signage displayed 
throughout this restaurant. 
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Determine Dine-in/Take-away Split Ensuring “=. 
To ensure you can accommodate both dine-in and take away customers des safety 


during peak periods, you should determine a suitable maximum amount 
of customers you would like to have seated at one time. 


Once you have determined your maximum amount of seated 
customers, print and populate the updated Ensuring Your Safety poster 
with this number. 


Freestanding Restaurant 


Maximum Max. seated 
Customer Limit customers 
g ¥ 


X 0.70 


Max. take-away 


X 0.30 y customers § 


*only applies when capacity has been 
reached with seated customers. 


In-store Restaurant 


Maximum Max. seated 
Customer Limit customers 
5 S 


X 0.60 


Max. take-away 


X 0.40 y customers ¥§ 


*only applies when capacity has been 
reached with seated customers. 
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Social Distancing for Employees 
For more information on Social Distancing for employees, please refer to the Phase 2 Keeping 
You Safe Guide for Managers on metime. 


Task Example/Image 


Employee Zoning 
To encourage social distancing among Crew, every Crew 
position must be marked with employee zoning posters. 


Drive Thru Order Taker/Cashier Booth 


Only one person at a time in the Drive Thru Order Taker/Cashier 
booth. 

Depending on restaurant layout, the DT clone screen or FC 
register should be used as the DT order taking point. 
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Supplier Considerations 


All contractors and suppliers must ‘check-in’ at the restaurant through the QR Code each 
time they arrive at a restaurant. This should be completed in addition to the usual 
methods of check-in (i.e. eTech, Contractor Manual etc.). 


Outside Services (Contractors) 


Restaurants should continue to allow contractors to complete scheduled services. 


Contractors and staff must be respectful of each other, and consistently maintain a 1.5m 
distance between one another. 


Please inform and encourage contractors to use the employee handwashing facilities if and 
when required. 


Managers should continue to follow protocol, ensuring contractors sign in via Service NSW 
app, have the correct ID and complete the necessary paperwork within the contractor 
management book. 


Deliveries 
Restaurants should continue to accept deliveries from all suppliers as per normal procedure. 


Following Social Distancing requirement and vigilant handwashing and sanitation must be 
adhered to. 


Technicians 


Restaurants should continue to allow technicians to repair and complete scheduled PM tasks 
on equipment. 


Managers should continue to follow protocol, ensuring technicians have signed in via the 
Service NSW app, have the correct ID and use e-Tech or the CMS to complete any necessary 
sign offs/tasks. 


Crew and Managers should maintain 1.5m between themselves and any on-site technicians 
at all times. 


Council/Health & Safety Visits 


If a member of Council or a Health & Safety Inspector visits your restaurant to conduct an 
inspection, restaurants should continue to follow current procedures, maintaining social 
distancing at all times. 
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Contact-free Experience 


The safety of our customers, people and the food and drinks we serve is of the utmost 
importance. 


We must remain extremely vigilant with cleanliness, sanitation and personal hygiene 
practices throughout all the areas of our restaurants. As part of this commitment, our 
customers will continue to receive a contact-free experience when they visit Macca’s. 


Task Example/Image 


Gloves 
Gloves are positioned at all stations and all Managers and Crew 
are wearing gloves at all times. 


During each interaction with a customer, employees must avoid 
direct contact. If they do make contact with a customer, they 
should change their gloves immediately. 


Protective Service Screens 

Perspex protective screens must be installed at each Front 
Counter register and pick-up point, and at the Drive Thru OTC and 
Presenter windows. 


Front Counter Presenters must present each take away order 
through the service screen with the pick list placed at the front of 
the order. 


Instructions on how to install protective screens are available in 
the Phase 2 Keeping You Safe Guide for Managers on metime. 


McCafé Procedures 

McCafé crockery must continue to be stored in a safe location until 
further notice. 

Keep Cups will not be accepted until further notice (unless the 
customer has purchased a brand new Keep Cup). 


Author: Tim Perram Version: 6" January 2021 
Authorised: Cameron Newlands Replaces: 23rd December 2020 


30 


Condiments 
All condiments must be kept out of reach from customers. 


Front Counter, Drive Thru and McCafe Presenters must ensure all 
condiments are presented with every order. 


Newspaper Subscriptions 
Newspaper subscriptions should remain postponed until further 
notice. 


Birthday Parties & Family Activity Stations 
Birthday Parties remain unavailable. 
Family Activity Stations must remain closed until further notice. 
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Table Delivery Procedures 
Customers now have the option to receive their orderas: 


1. Take-away - wait and receive their order at the pick-up point; or 
2. Table Delivery — take a seat and a Customer Experience Crew person or Host 
will deliver their order to their table. 


Dine-in Table Delivery is only an option for customers who place their order at the Kiosks 
or via the POS. mymacca’s customers will not have the option to select Table Delivery. 


Crew conducting Table Delivery Host tasks should be trained and verified on the contact- 
free Table Delivery procedures. To do this, record the training via the Table Delivery 
Verification Record document, in the Appendix, Attachment X. 


Procedures Example 
All Table Delivery orders must be prepared in take-away 
packaging. 

Dining room trays should not be used. 


Wearing gloves, Customer Experience Crew/Hosts must 
deliver the order in its take-away packaging to the 
customer. 

a. Ifthe order has multiple drinks, a cup tray can be 
used. 

b. If the order has multiple bags, the CEC/Host may 
need to make multiple trips. Bags should only ever 
be handled with a gloved hand. They must never be 
‘hugged’ or held to the body. 


The CEC/Host must greet the customer with a smile and 
place the customer's order in the centre of the table. 


Retrieve the Table Delivery tent. 

If the table tent is out of reach or the CEC/Host is required 
to lean over a customer to collect it, they should ask the 
customer to pass it to them. 
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Once the order has been placed on the table and the table 
tent has been collected, the CEC/Host must take a step 
back to maintain social distancing and ask the customer if 
they need anything else/farewell. 


Table Delivery tents must be cleaned and sanitised with 
High Contact Sanitiser and a cloth after every use. 


Return sanitised Table Delivery tents to Kiosks. 


Ensure tables and chairs in the dining room/patio are 
cleaned and sanitised with High Contact Sanitiser after 
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Hygiene, Cleanliness and Sanitation 


It is vitally important that all employees follow strict hygiene and sanitation procedures, such 
as hand washing and frequent sanitation of high contact surface areas. 


Adhering to strict hygiene and sanitation practices helps keep you safe, and the customers 
you serve safe. 


Task Example/Image 


Washing Hands 
All employees must wash and dry their hands a minimum of once per 
hour, and always... 

e = After visiting the bathroom; 

e After coughing or sneezing; 

e §=6After cleaning; 

e Before and after eating; 

e Whenchanging stations; and 

e Whenchanging gloves. 
The Handwashing Procedure poster is displayed at each employee hand 
basin. 


Hand Washing Procedure 


Restaurant Sanitation Checklist 

McD Sanitiser must be used on the specified areas/surfaces a 
minimum of every 2 hours and as required. 

High Contact Sanitiser must be used on all specified areas/surfaces a 
minimum of every 1 hour and as required. 

See Attachment E in the Appendix. 


PPE 

Disposable gloves must be worn underneath all types of PPE gloves. i (4 1 
Face shield and multi-purpose apron must be cleaned with High 

Contact Sanitiser before and after each use. - 
Delivery/Truck employees should wear their own jackets, and —- 
temporarily be given their own set of truck gloves. 


PlayPlace Thi a 
2 ‘ . ‘ ’ . Is . 

Display ‘This PlayPlace is Open’ poster must be displayed at every PlayPlace is 

PlayPlace entrance. open 

See page 27 for information on PlayPlace/Playland cleaning ee 

procedures. = 
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Playland/PlayPlace Cleaning Procedures 


Daily Cleaning Tasks 


It is essential that your Playland is cleaned and sanitised regularly. Use the Playland Sanitation 
Checklist (Attachment F, Appendix) and High Contact Sanitiser with a cloth to ensure the area 
is cleaned appropriately a minimum of every 2 hours. 


Playland Monthly Cleaning Task 


Each month, the Playland Monthly Cleaning Task must be completed (Attachment G, 
Appendix). 


Restaurants may also choose to organise additional detailed cleaning through an approved 
external provider. 
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Appendix 


Attachment A -Shift Positioning Worksheets (SPW) — QR Sign-in 
Attachment B - Dealing with Difficult Customers 

Attachment C - Restaurant Capacity Tool - NSW 

Attachment D - Table Delivery Verification Record 

Attachment E —- Restaurant Sanitation Checklist 

Attachment F — Playland Sanitation Checklist 

Attachment G - Playland Monthly Cleaning Task 
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Attachment A 
Shift Positioning Worksheets (SPW) - 'QR Sign-in’ 


Attachment B 
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Crew Positioning Worksheet 


BREAKFAST 


Make delicious feel good moments easy for everyone [eeupeaciiacic: 


SA Only— November 2020 


PROJECTED SALES 
Time 

Projected Sales 
Actual Sales 


KITCHEN 


Station Secondary / Flex Shift Meal Rest Break QR Check-In 
Egg/Saus/Bacon/Side 1 
Initiator Side 1 

Initiator Side 2/Muffins 
Eggs 

Muffins 
Assembler Side 1 
Assembler Side 2 


MACCA'S EXPERIENCE: DRIVE THRU 


Station Secondary / Flex Rest Break QR Check-In 


OT/Cash 
Runner/Presenter 
Presenter 
Cashier/Flex 
Tandem/Clone 
Drink Draw 

DT Coordinator 


MACCA'S EXPERIENCE: IN-RESTAURANT 


Station Secondary / Flex Rest Break QR Check-In 


Assembler / Host 

CEC Kiosk Order Taker 
Beverages / Desserts 
CEC Table Delivery 
Presenter 

Hash Browns 


MACCA’S EXPERIENCE: McCAFE 


Station Secondary / Flex Shift Meal Rest Break QR Check-In 


Order Taker/Food/Present 
Coffee/Milk Barista 

Milk Barista Machine 1 
Presenter/Food 

Food 

Coffee/Milk Barista Machine 2 
Milk Barista Machine 2 


MACCA'S EXPERIENCE: McDELIVERY 


Station Secondary / Flex Shift Meal Rest Break QR Check-In 


McDelivery 
McDelivery 
McDelivery 
Name Station Secondary / Flex Shift Meal Rest Break QR Check-In 
ee 
Martin Brower Delivery 


CONTACTORS / VISITORS / SUPPORT MANAGERS 
Company QR Check-In 


SHIFT GOALS 


MX Score: 


No. of Surveys 
Completed: 


MFY: 

DT Peak Cars: 
OEPE: 

R2P: 


Crew Positioning Worksheet 


LUNCH/DINNER 


Make delicious feel good moments easy for everyone [eeupeacnianic 


PROJECTED SALES 
Time 


Shift Manager: 


Projected Sales 


Actual Sales 


KITCHEN 


Station 
Grilled/Fried 


Secondary / Flex 


Shift 


Rest Break QR Check-In 


SHIFT GOALS 


MX Score: 


Initiator Side 1 


Assembler Side 1 


Initiator Side 2 


Fried Products 


Assembler Side 2 


Chaser Side 1/Initiator Side 3 


Chaser Side 2/Assembler Side 3 


Second Grilled 


Initiator Side 4 


Assembler Side 4 


MACCA'S EXPERIENCE: DRIVE THRU 


Station 
OT/Cash 


Secondary / Flex 


Shift 


Rest Break QR Check-In 


Runner/Presenter 


Presenter 


Cashier/Flex 


Tandem/Clone 


Drink Draw 


DT Coordinator 


MACCA'S EXPERIENCE: IN-RESTAURANT 


Station 
Assembler / Host 


Secondary / Flex 


Shift 


Rest Break QR Check-In 


CEC Kiosk Order Taker 


Beverages / Desserts 


CEC Table Delivery 


Presenter 


French Fries 


MACCA’S EXPERIENCE: McCAFE 


Station 
Register 


Secondary / Flex 


Shift 


Meal Rest Break QR Check-In 


Coffee Barista 


Milk Barista 


Presenter/Food 


MACCA'S EXPERIENCE: McDELIVERY 


Station 
McDelivery 


Secondary / Flex 


Shift 


Meal Rest Break QR Check-In 


McDelivery 


McDelivery 


Station 


Secondary / Flex 


Shift 


Meal Rest Break QR Check-In 


Dining Room 
Martin Brower Delivery 


CONTACTORS / VISITORS / SUPPORT MANAGERS 


Company 


QR Check-In 


No. of Surveys 
Completed: 


MFY: 


DT Peak Cars: 


OEPE: 


R2P: 
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Dealing with Difficult Customers 


If for any reason, a situation or conversation with a customer escalates and they become 
angry or difficult, it’s important to remain calm and not take the interaction personally. Please 
see below some helpful tips on how to deal with difficult customers. 


When interacting with the customer... 


DO keep acalm, firm, but controlled voice when speaking; 

DON'T shout, screech or swear as this will only aggravate the situation; 
BE courteous and patient and empathise with the customer; 

LISTEN to what the customer is saying; 

TRY to establish exactly what the customer's issue is; 

DON'T be condescending or talk down to them; and 

BE EMPOWERED to offer a solution, within reason, to resolve their issue. 


Body Language 


NEVER respond to aggression with aggression; 
SPACE — maintain the 1.5m Social Distancing between each other; 
USE the “OPEN PALMS’ technique with your hands open and arms outstretched to 
the side to signal your space; 
STANCE; 
o DON'T cross your arms 
o DON'T point your fingers or gesture too much 
o TURN slightly to the side to maintain your balance and reduce your body 
target 
OBJECTS — be aware of objects nearby that could be used as a weapon as, food 
items, drinks, table tents are often thrown at our Managers and Crew. 


There is never an excuse to justify a customer becoming violent. However, in the event it 
does escalate, it is important to do the following; 


Provide First Aid for any injured persons; 

Contact 000 as soon as possible for Police and Ambulance assistance; 

Contact your Restaurant Manager, Supervisor or Operations Consultant as soon as 
possible; 

Contact the MacHotline 1800 810 377 if someone is seriously injured or you need 
assistance; 

Contact Drake Workwise 1800 084 525 to provide Counselling and Welfare support 
for any Crew involved; and 

Complete a Donesafe incident report and upload CCTV as soon as possible. 


Q) If an argument or fight between customers takes place, what should | do? 
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A) Immediately call “OOO” 
e Follow “Dealing with Difficult Customers” training guidelines 
e Keep a safe distance. 
e DONOT approach the customers engaged in the fight. 
e Keep everyone away from the fight to prevent anyone from being injured. 
e Atasafe distance, inform the customers involved in the fight that Police are on 
their way. 


r 
Fast, Safe. 7 


Ze ro Contacte 
Tolerance 


The health, safety and security of our team 
and customers is our number one priority. 


Please help us make this unprecedented time as 
positive and safe for everyone as possible by 
adhering to the social distancing guidelines. 


We do not tolerate any form of violence or abuse 

in our restaurants. Any verbal abuse, aggressive 

or violent behaviour will be reported to the relevant 
authorities. 


Please keep a 1.5 
metre distance 


Attachment C 
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Restaurant Capacity Tool - NSW 


Attachment D 
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Dining Room (sqm) | Dining Capacity PAX Play Capacity PAX (1 


Site Pl 
; inclusive Party Room (1 per 2m? ) Su) per 2m2) 
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LBION PARK RAIL NSW 

LBURY EAST NSW 

LBURY NSW 

RMIDALE NSW 

RNDELL PARK NSW 

UBURN NSW 

ANKSTOWN NSW 

ASS HILL NSW 

ATEAU BAY NSW 

ATEMANS BAY NSW 

ATHURST NSW 

EACON HILL NSW 

EGA NSW 

ELMONT NSW 

EXLEY NSW 

LACKTOWN 3RD AVENUE NSW 
LACKTOWN MEGA CENTRE NSW 
LACKTOWN RWAY CONC NSW 
LACKTOWN SPORTS PARK NSW 
LAXLAND NSW 

LIGH PARK NSW 

OMADERRY NSW 

ONDI BEACH NSW 

ONDI JUNCTION WESTFIELD Il NSW 
ONNYRIGG HEIGHTS NSW 
ONNYRIGG NSW 
ROADMEADOW II NSW 
ROADWAY NSW 

ROKEN HILL NSW 

ROOKVALE NSW 

AMBRIDGE GARDENS NSW 
AMDEN Il NSW 
AMPBELLTOWN NSW 
AMPERDOWN MCCAFE NSW 
ARINGBAH NSW 

ARNES HILL NSW 

ARTWRIGHT NSW 

ASTLE HILL NSW 
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ESSNOCK NSW 
HARLESTOWN NSW 
HATSWOOD INTERCHANGE NSW 
OFFS NORTH NSW 
OFFS SERVICE CENTRE NSW 
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Table Delivery Verification Record 


Attachment E 


Author: Tim Perram Version: 6" January 2021 
Authorised: Cameron Newlands Replaces: 23rd December 2020 


Procedure Example 
1 All Table Delivery orders must be prepared in take-away packaging. 
Dining room trays should not be used. 


2 Customer Experience Crew/Hosts must deliver the order in its 
take-away packaging to the customer wearing gloves. 
a. Ifthe order has multiple drinks, a cup tray can be used. 
b. If the order has multiple bags, the CEC/Host may need to 
make multiple trips. Bags should only ever be handled with 
a gloved hand. They must never be ‘hugged’ or held to the 
body. 


3 The CEC/Host must greet the customer with a smile and place the 
customer's order in the centre of the table. 


4 Retrieve the Table Delivery tent. 

If the table tent is out of reach or the CEC/Host is required to lean 
over acustomer to collect it, they should ask the customer to pass 
it to them. 


5 Once the order has been placed on the table and the table tent has 
been collected, the CEC/Host must take a step back to maintain 
social distancing and ask the customer if they need anything 
else/farewell. 


6 Table Delivery tents must be cleaned and sanitised with High 
Contact Sanitiser and a cloth after every use. 


7 Return sanitised Table Delivery tents to Kiosks. 


8 Ensure tables and chairs in the dining room/patio are cleaned and 
sanitised with High Contact Sanitiser after every use. 


Table Delivery Verification Record 


Date 


Trainee 


Signature 


Trainer 
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Restaurant Sanitation Checklist 


Attachment F 


Author: Tim Perram Version: 6" January 2021 
Authorised: Cameron Newlands Replaces: 23rd December 2020 


Hygiene & Sanitation 


Restaurant Sanitation Checklist 


This checklist identifies what areas/surfaces must be cleaned with McD Sanitiser or High Contact Sanitiser. 
Separate cloths must be used when using the different types of Sanitiser. 


Customer Areas 


OU) Door handles and frames 

OU) Kiosks 

QO Toilets (all areas) 

UO Service pick-up points 
(e.g. benches) 

UO) Registers and pinpads 


Other 


HIGH CONTACT SANITISER 
a 


Carpark & dining room 
bins 

Dining Room tables and 
chairs 

Table tents 

Dining room trays 

High chairs 


Drive Thru headsets (use with paper towel) 


Kitchen 


QO) Look & Cook screen 

UO Grill tool handles e.g. 
spatulas, scrapers, tongs 
etc. 

Fridge and freezer doors 
& handles 

Seasoning dispensers 
UHC trays, cabinet 
timers & tongs 

Bump bars 

Sauce dispensers, guns 


Small wares e.g. tongs, 
scoops etc. 

Key pads on coffee 
machines, toaster, 
microwaves etc. 
Group handles 

Fridge & cupboard 
doors and handles 
Syrup bottles 
Condiment containers 


DT & Service Area 


Condiment containers 
Key pads on ABS, drink 
towers, BIM machines, 
Shake & Sundae machines 
Fridge & cupboard door 
and handles 

Bump bars 

Receipt printers 

Cup & lid holders 

Drive Thru trolleys and 
benches. 


PPE e.g. face shields, apron & gloves 

Crew room and Crew toilets 

Storage area hands incl. air curtains 

Back doors 

Cleaning equipment e.g. mop and broom handles 
Manager's Office incl. benches, cash counters etc. 


and bottles 

Receipt printers 

Fry baskets incl. handles 
Steamer handles 


OOo OO OO OU 


High Contact Sanitiser areas/surfaces will be monitored by a Shift Manager every 1 hour, and McD Sanitiser areas/surfaces every 2 hours however, all 
areas/surfaces should be cleaned more frequently when required. It is important that Crew and Managers know which sanitiser should be used when 
cleaning different areas of the restaurant. 
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Playland Sanitation Checklist 


Attachment G 


Author: Tim Perram Version: 6" January 2021 
Authorised: Cameron Newlands Replaces: 23rd December 2020 


Playland Sanitation Checklist 


McDonald’s Playlands must be cleaned and sanitised with High Contact Sanitiser a minimum of every 2 hours. 


High Contact Sanitiser 


Minimum — every 2 hours 


HIGH CONTACT SANITISER 


Non Food Preparation Areas Only 


Must not be used on any Food Contact Surfaces 


CAUTION: May cause eye and skin irritation. Avoid contact 
with eyes and prolonged contact with skin. Contains 
sodium dichloro-s-triazinetrione dihydrate or quaternary 
ammonium compounds. 

SEE PRODUCT CONTAINER OR MATERIAL SAFETY 
DATA SHEET FOR FIRST AID INSTRUCTIONS. 


Only to be used with McD® Sanitiser supplied by ©1999 Kay Chemical Company 
All Rights Reserved. 


Tasks to complete 


QO) Door handles and security gate latches. 


Q) Interactive play panels, e.g. noughts and crosses game, 
spinning balls etc. 

Q) All vertical panels within 1.5m from the ground. 

U) All horizontal platforms/decks used as climbing surfaces. 

L) Slide entry and exit points. 

LU) Pipework/poles within 1.5m from the ground. 


LJ Domes and windows. 


LI Benches and seating. 


All areas/surfaces outlined in this checklist must be cleaned using High Contact Sanitiser a minimum of every 2 hours and more frequently when required. 
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Playland Monthly Cleaning Task 


Author: Tim Perram Version: 6" January 2021 
Authorised: Cameron Newlands Replaces: 23rd December 2020 
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